








































































Employees are encouraged to refer to the following for further clarification: 

Iowa Administrative Code Chapter 581-13 

lUP Collective Bargaining Agreement Article XIII 

AFSCME Collective Bargaining Agreement Article XI 

Major Components of Performance Planning and Evaluation 

1. Perfounance Plaps. The frrst step in the process must be the development of a 
"performance plan" which identifies assigned responsibilities and acceptable 
standards by which performance of each responsibility is to be judged. These 
responsibilities should be listed in the Performance Plan (Section A) and discussed 
with the employee at the beginning of the evaluation period. There may be a need 
to adjust the performance plan if responsibilities change within the evaluation 
period. 

Circumstances may arise requiring additional detail to be provided for some 
responsibilities listed in the performance plan. For this purpose a "letter of 
clarification" may be written and provided to the employee. The letter of 
clarification is not a disciplinary action, but simply a means to ensure that there is 
no misunderstanding with regard to the performance of a particular responsibility. 

2. Infounal. Two-Way Communication Regarding Per{ounance, Recognition and 
guidance regarding professional performance should not be limited to a 
communication which occurs at the end of the evaluation period. This kind of 
communication regarding performance is most effective when it occurs on a 
continuous basis throughout the evaluation cycle. 1 ust as supervisors are 
encouraged to provide frequent recognition and guidance, employees are 
encouraged to seek such guidance and ask for clarification with regard to 
performance expectations. 

3. Perfoanance Evaluation. A performance evaluation shall be prepared for each 
employee at least every 12 months and shared with that employee in a face to face 
conference setting. Probationary employees are to receive one performance 
evaluation prior to completion of six months of employment. Additional 
evaluations may be prepared at the discretion of the supervisor. A written 
performance evaluation will also be shared with each employee as they move to 
employment in another section, bureau, division, or agency of state government. 

. This exit evaluation will consider the period of time between the last evaluation and 
the time the employee leaves his/her current position. A copy of this evaluation is 
to be fOIWarded to the new supervisor. Additional written performance evaluations 
may be developed and shared with the employee at the discretion of the supervisor. 

Performance evaluations will use the forms and format supplied by the Iowa 
Department of Personnel. Supervisors will follow the directions provided by the 
Department of Personnel in cOmpleting the performance evaluation. 

The employee may attach comments to any performance evaluation. The employee 
will receive a copy of the performance evaluation and a copy will be placed in the 
employee's official personnel file. 
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I. Personnel Files 

The Department provides certain basic infonnation, upon request, to various credit agencies, 
banks, etc. As a general rule, these inquiries are a result of an employee's application for loans, 
credit cards, credit ratings, etc. Information furnished includes verification of employment, 
income, social security number, and the potential of continued employment with the Department. 
Any request for information of a more personal nature will be brought to the attention of the 
employee for approval 

The contents of the individual's personnel file are confidential and open only to the 
employee, employee's supervisors, and the personnel administrative assistant. 

J. Voluntary and Involuntary Termination of Employment 

This section provides only a brief summary of the complex issue of tennination policies and 
procedures. Employees are encouraged to use Iowa Administrative Code Chapter 581-11 and the 
appeal procedures explained in Chapter 581-11 as a specific reference for inquiries. Contract 
employees should refer to Articles IV, V, and VI of their collective bargaining agreements. 
Summaries provided here are not intended to be in conflict with merit rules or bargaining 
agreements. 

Employee Abandonment of Position 
Any employee who is absent from duty for three consecutive work days without properly notifying 
his/her supervisor may be considered as having resigned. 

Exit Interviews 
All terminating employees participate in an ex.it interview. The immediate supervisor is to 
schedule the employee's exit interview with someone other than the employee's direct 
supervisor. This interview covers, but is not restricted to discussion of and suggestions 
for effective continuation or improvements in Department operation. 

Reduction in Force for Contract Staff 
A reduction in force shall be required whenever the appointing authority reduces the . 
number of pennanent employees in il class or the number of hours worked by pennanent 
employees. 

Reduction in force may be by class, agency organizational unit, or agency-wide as 
approved by the Director. 

Pennanent employees will not be affected until all temporary and probationary employees 
in the same class and unit are tenninated. 

Specifics related to reduction in force can be found in 581 Chapter 11.3(2) - 11.3(5). 
Contract personnel should consult Article VI Section 2 (General Layoff Procedures) of 
their master contracts. 

Reduction in Force for Non-Contract Staff 
The Director has the power and responsibility to organize, staff, and administer the Department of 
Education so as to render the greatest service to education. In implementing this responsibility, the 
provisions of the Iowa Code, Department of Personnel Rules, and applicable contracts will be 
followed. 
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Resignation 
Resignation shall be initiated by the employee and shall be in writing with at least 14 calendar days 
prior notification unless the appointing authority agrees to a shorter period. The original copy of 
th.e written I.;signation is filed with the immediate supervisor with copies forwanied to the Director 
and the personnel administrative assistant. 

Retirement 
Employees who are at least 60 years of age and have completed at least 20 years as full-time state 
employees are eligible to participate in the "Phase Retirement Program." Participation in the 
program is voluntary. Anyone desiring information about Phase Retirement may secure it from 
the personnel administrative assistant. 

Employees within a year of retirement should contact the Social Security Office in preparation for 
securing benefits. 

Termination with Accrued Vacation 
Upon termination, the employee shall be paid for all accrued vacation. No vacation time 
can be charged to any work days after the last day on the job. 

Transfer 
An appointing authority may transfer any permanent or probationary employee. The 
employee must meet the cunent minimum qualifications of the new position. Transfer may 
be inter-agency or intra-agency, and may be voluntary or involuntary. 

Contract employees should consult Article vn of their Collective Bargaining agreements 
for details applicable to their situation. · 

K. Employee Benefits 

Where provisions of collective bargaining agreements differ from the provisions of this 
section, the provisions of the collective bargaining agreement shall prevail for employees 
covered by the collective bargaining agreement. 

Annuities/Deferred Compensation 

Tax Sheltered Annuities 
State employees within the Department of Education and Boani of Regents are 
eligible for salary reduction through IRS 403B tax sheltered annuities. Amounts 
defemd under this program generally must equal no Il10l'e than 20 percent of annual 
salary with a maximum of $9,500 per year or whichever is less. Taxes are deferred 
until distribution of the funds. 
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Deferred Compensation 
Most state employees working at least 20 hours a week are eligible to enroll in the 
state of Iowa Deferred Compensation program qualifying under Section 457 of the 
Fede"lli Internal Revenue Code. The program provides for deferral of up to 25 
percent of the employee's monthly base salary (maximum $7 ,500) for the purpose 
of a retirement supplement. Employees defer both state and federal taxes on 
contributions until they terminate employment and begin to receive fund 
distributions. All fund distributions are treated for tax purposes like ordinary 
~ages. Full program details are contained in chapter 581-15.6 of the Iowa 
Administrative Code. Two month long open enrollment periods are provided 
during the year (February and August). 

Employees who are eligible for Deferred Compensation and Tax Sheltered 
Annuities may select only one program. For further information and the necessary 
forms, contact your Department's personnel administrative assistant. 

Credit Union 
The State Employee's Credit Union is open to membership for all state employees. 
Employees interested in membership may contact Internal Operations. Deposits or loan 
payments may be made through payroll deductions. 

Disability Insurance 
Any new employee is eligible for state sponsored disability insurance provided they work 
30 hours per week or more. 

Long-term disability insurance is a form of insurance protection provided by the state to 
help employees maintain an income in the event of a lengthy disabling injury or illness. 
"Disabled" means the employee is unable to perform the duties of the job due to an illness 
or injury. 

Employee Organizations 
State of Iowa employees have the right to join or refrain from joining employee 
organizations and/or professional associations. Dues are paid by the employee. Materials 
which explain benefits provided are usually available from the appropriate organization 
and/or associations. 

NOTE: Members of the American Federation of State, County and Municipal Employees 
(AFSCME) and the Iowa United Professionals (IUP) are encouraged to read and be 
familiar with Articles IX and XI of their respective Collective Bargaining Agreements for 
specifics related to Wages and Fringe Benefits. 

Health Insurance/HMO'S and Dental Insurance 
Employees are eligible to participate in state-contracted health and dental insurance plans. 
(You must enroll within the first 30 days of employment; otherwise, you may be denied 
coverage.) Costs to employees will vary with the program the employee chooses to 
participate in, the amount of coverage (single or family) in addition to several other factors. 
These figures can be obtained from Internal Operations. AFSCME and IUP members are 
asked to consult Appendices C and D in addition to Article IX of their collection bargaining 
agreements for details of coverage options and costs. Employee costs for additional 
coverage are handled by payroll deduction. 

Generally, full-time and part time employees working 20 or more hours a week are eligible 
for health and dental insurance coverage. For employees working 20 to 29 hours per week 
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the state's share of the premium is one-half the amount paid for full-time employees (30 to 
40 hours per week.) 

Part-time employees in a contract class who work 20 or more hours per week are eligible 
for health and pental insurance benefits as provided in the contract Temporary employees 
in noncontract covered classes are not eligible for insurance coverage. Permanent part-time 
employees in noncontract classes are eligible providing they work 20 or more hours per 
week. 

Claims must be initiated and filed by the employee. Questions regarding coverage and 
claims should be directed to Internal Operations. 

Health Insurance/HMO's 
Blue Cross/Blue Shield provides the conventional health insurance coverage for 
DepartJ:nent employees. To keep the costs of health care affordable, the state has 
implemented certain cost containment features of which employees should be 
aware. Employees should consult their Health Insurance Benefits Booklet for 
details of these cost containment features. 

HMO's 
Health Maintenance Organizations (HMO's) provide medical and hospital services 
as an option to conventional health insurance. A fixed monthly premium covers 
medical care by doctors and facilities participating in an HMO plan. HMO's have 
many of their own specific features which are explained in their materials. 

An employee or spouse eligible for Medicare should contact Internal Operations 
approximately 45 days prior to the first of the month during which age 65 is 
reached for changes in health insurance. 

Employees and/or members of employee's immediate family, as defined by the 
Social Security Administration, may be eligible for Medicare before age 65 if a 
permanent disability or kidney failure is medically proven. Employees should 
contact the Social Security office for further information on this part of the Medicare 
Program. Internal Operations must also be contacted on changes in the health 
insurance coverage resulting from this type of Medicate coverage. 

Dental Insurance 
Employees have 30 days to enroll in single or family dental coverage. 

Iowa Public Employees Retirement System (IPERS) 
State employees, with few exceptions, are members of IPERS. For 1991, Employees 
contribute 3. 7 percent of gross wages up to the maximum yearly amount set by IPERS. 
The state's coatribution is 5.75 percentis covered wages. This rate is set by the Iowa 
General Assembly and may change. For funher.details, consult the Iowa Administrative 
Code Chapter 581-21 or the;!ctwa Department of Job ServicC/600 East Court, Des Moines. 
Retiring employees should apply to IPERS. three months before retirement date for 
benefits. 

Life Insurance 
Employees in permanent positions and working 30 hours a week or more are insured under 
the State Group Life Insurance Plan. Basic coverage is $10,000 to age 65; $6,600 for ages 
65-69; $4,150 for ages 70-74 and $2,850 for ages 75 and over. 

Personnel Procedures and Rules 11-23 6/10/91 



Each full-time employee under the age of 65 will have the option of applying for supplemental life 
insurance in increments of $5,000, not to exceed $40,000, thus providing a maximum of $50,000 
total coverage. Additional coverage may be purchased without proof of insurability in the amount 
of $5,000 provided that employees make application within 30 calendar days of their date of 
employment All premiums are paid by payroll deduction. If an employee wants additional 
coverage after the first 30 days of employment, (or initially more than $5,000), a Statement of 
Health must be completed. The insurance company will review and make their decision based 
upon this information. Physical examinations may be required. Employees over the age of 65 
should contact Internal Operations for further information. 

Insurance coverage terminates at the end of the month that an employee ceases employment with 
the Department unless provision is made with the carrier for converting to an individual contract. 

One GIFf Campaign 
One GIFT contriliution pledges are made on a VOLUNTARY basis once each year. Pledges may 
be paid only by payroll deductions. Payroll deductions continue until changed by the employee. 

Reasonable Accommodation Guidelines 
The Department of Education is committed, wherever physically possible and economically 
feasible, to modify work spaces and processes to allow persons with disabilities to adequately 
perform their required work duties. 

Assistance in analyzing and confirming the vocational significance of a disability and reasonable 
accommodation alternatives may be secured on request from the Division of Vocational 
Rehabilitation Services by contacting the Chief of Client Services. 

Savings Bonds 
Employees may arrange with Internal Operations for payroll deductions to purchase United 
States Savings Bonds. Bonds will be mailed after the first of each month to the employee 
by the issuing bank. Payroll deductions for bonds may be made from the frrst and/or 
second pay check of each month. When the deduction is less than the cost of the bond, the 
deductions will be accumulated to the purchase price. 

Worker's Compensation 
Worker's Compensation benefits are mandated by law to protect the employee receiving an 
on-the-job injury or disease. The benefits consist of compensation for salary loss (subject 
to waiting period and salary at time of injury or death) and related medical service. All state 
employees are covered by Worker's Compensation. Information may be obtained through 
the persoMel administrative assistant. It is important that job-related injury, illness, and 
death be reported to Internal Operations. 

Additional information may be found in the Collective Bargaining Agreements for 
AFSCME Article IX section 5 
IUP Article IX section 6 

L. Leave Provisions 

Introduction 
Employees may be eligible for leave with or without pay upon supervisory approval 
according to provisions of the Iowa Administrative Code Chapter 581-14. Where 
provisions of collective bargaining agreements differ from the provisions discussed in this 
section, the collective bargaining agreements shall prevail for the employees covered by 
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those agreements. The following leave types are explained in this section. Contractual 
employees should refer to Article X of their respective collective bargaining agreements. 

Enforced Leave 
Employees in position classifications not subject to bargaining contracts shall be granted 
time off with pay for absences necessitated by death and/or temporary care of members of 
the immediate family. Such absences will be charged to accrued sick leave; will be limited 
to 40 hours a fiscal year; and shall not be granted in excess of hours accrued. 

Immediate family for these employees is defined as employee's spouse, children, 
grandchildren, foster children, step-children, legal wards, parents, grandparents, foster 
parents, stepparents, brothers, foster brothers, stepbrothers, sons-in-law, brothers-in-law, -, 
sisters, foster sisters, stepsisters, daughters-in-law, sisters-in-law, aunts, uncles, nieces, '

11
\ 

nephews, first cousins, corresponding relatives of the employee's spouse and other 1 t 
persons who are members of employee's household. \ ~~ ' 

All leave in excess of amount accrued and/or limited will be charged to accrued vacation or 
leave without pay. 

Employees in position classifications covered by bargaining agreements and/or Department 
of Personnel Rules will be granted time off in accordance to language of the agreement 
and/or personnel rule. 

Examination and Interview Leave 
Employees may be granted leave to take examinations for positions covered by merit 
system provisions or to attend interviews for jobs within their agency. Employees may 
choose to use vacation leave, compensatory leave, or leave without pay at the discretion of 
the appointing authority. 

Holidays 
The nine (9) fixed holidays are: New Year's Day (January 1; Dr. Martin Luther King, Jr., 
Birthday (third Monday in January); Memorial Day (last Monday in May); Independence 
Day (July 4); Labor Day (f1rst Monday in September); Veteran's Day (November 11); 
Thanksgiving Day and the day after (third Thursday and Friday in November); and 
Christmas Day (December 25). 

Two additional "floating" holidays are accrued with vacation allowance (four days for IUP 
employees). If the holiday falls on a Saturday, the previous Friday is granted - if the 
holiday falls on Sunday, the following Monday is granted for holiday pay for employees 
who regularly work on a Monday through Friday work week. 

Jury/Court Appearance Leave 
When in obedience of subpoena Or direction by proper authority, an employee is a witness 
or jury member in any public or private litigation, leave of absence without loss of pay will 
be granted. 

Employees being paid by the court while performing jury service shall reimburse to the 
Department all fees received other than those necessary for travel or personal expense. 
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Severe VVeather Leave 
When the employer closes a state facility due to severe weather emergencies, all 
probationary or permanent employees may elect to use earned compensatory leave, 
vacation, or leave without pay to cover the absence. Employees may, with the approval of 
their appointing authority, also elect to work their scheduled hours even though the state 
facility is closed to the general public. Employees may be permitted to make up lost time 
within the same work week with the approval of their immediate supervisor. 

If the proper management authority declares that a severe weather situation exists, but the 
facility is not closed, the following shall apply: 

a. If the probationary or permanent employee reports within one-half hour following the 
scheduled reporting time, the employee will be assumed to have reported on time. 

b; If the probationary or permanent employee reports later than one-half hour following 
the scheduled reporting time, the employee shall be credited with having worked the 
first one-half hour of the day plus all hours actually worked. Employees may elect to 
charge any additional lost time to compensatory leave, vacation, or leave without pay. 

c. If unable to report to work, the probationary or permanent employee may elect to use 
·earned compensatory leave, vacation, or leave without pay. 

Where provisions of collective bargaining agreements differ from the provisions of this 
section, the provisions of the collective bargaining agreements shall prevail for the 
employees covered by those agreements. 

Sick Leave 
Employees, excluding emergency and temporary personnel, are entitled to sick leave. Sick 
leave accrual and usage is shown on the pay warrant stub. Upon retirement, accrued days 
of sick leave of the employee shall be credited to the employee who then may receive a cash 
payment of up to $2,000 for unused sick leave. Employees accrue sick leave as follows: 

a. Permanent and probationary full-time employees earn 1 1/2 days per month. Part-time 
employees accrue prorated amounts based on number of hours worked. 

b. Temporary employees- intermittent, emergency, seasonal, interns, and trainees- do 
not accrue sick leave. 

c. Contract permanent part-time and temporary employees begin to accrue sick leave as 
defined above AFTER they have worked 780 hours (700 hours for IUP employees) in 
a fiscal year if they work an average of 20 or more hours per week. · 

Employees on extended sick leave may apply for long-term disability or sick leave without 
pay. Contract your department's personnel administrative assistant for more information. 

Sick Leave Conversion 
There is no limitation on the accumulation of sick leave. Eligible employees who have 
accrued 240 hours of sick leave may accrue additional vacation leave on the basis of one 
hour of vacation for three hours of sick leave for each month when sick leave is not used 
during that month. The maximum amount of additional accrued vacation under this subrule 
shall" be 96 hours. Employees must apply in writing by the lOth of the month following the 
one in which the employee did not use sick leave. 
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Vacation Leave ' i 

Employees accrue vacation as follows: 

a. Permanent and probationary full time employees earn: 
1-4 years of service 2 weeks/yr. 
5-11 years of service 3 weeks/yr. 
12-19 years ofservice 4 weeks/yr. 
20-24 years of service 4.4 weeks/yr. 
25 or more years of service 5 weeks/yr. 

Part-time employees- (noncontractual) earn prorated amounts based on tile number of 
hours worked . 

. b. Temporary (noncontractual)- intermittent, emergency, interns, trainees, seasonal- do 
not accrue vacation. · · 

c. Contractual permanent part -time and temporary employees begin to accrue vacation as 
defined above AFTER they have worked 780 hours in a fiscal year (700 hours for IUP 
employees) if they work an avemge of 20 or more hours per week. 

Voting Leave 
Any employee who is eligible to vote in a public election in the state of Iowa may request 
up to three (3) hours time off from work for the purpose of voting. This leave is only 
gmnted if the employee's work hours do not allow a period of three (3) consecutive hours 
outside of working during which the voting polls are open. 

This request must be made to the appointing authority on or before the employee's last 
scheduled shift prior to election day. The appointing authority may designate the time to be 
taken off. 

Leave Provisions (Other) 

Candidate for Partisan Elective Office 
A permanent employee who becomes a candidate for a paid, partisan, elective 
office, shall be granted leave without pay, commencing 30 days prior to the 
particular primary oc general election and continuing until the employee is 
eliminated as a candidate. However, if elected, the person would continue on leave 
of absence without pay. Length of continued leave is subject to the provisions of 
Section on Leave of Absence Without Pay. Section 55, Code of Iowa further 
defh a1 the leave provisions. 

~· .· .. 
LeaW of Ablenc:e Without Pay 
EnrplbJ,eos upon application in writing and approval of the Director, may be gmnted 
leave Widloutpay for any reason deemed satisfactory to the Department Such 
leave shall not be granted for more than 12 months. The Department may gmnt 
extensions if it serves the interest of the department Such extensions shall not be 
for more than tWo years. 

Failure by the employee to report back to work on the date specified in the written 
request shall be considered a voluntary resignation unless otherwise approved by 
the appointing authority. A written statement accepting the resignation shall be sent 
to the employee by the director and a copy sent to the director of personnel. 
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Military Leave 
All employees of the Department who are members of the National Guard, 
organized reserves, or any division of military service who are ordered to active 
duty are entitled to a leave of absence for the duration of duty. The employee will 
continue to receive pay during the ftrst 30 calendar days of such absence. 

All employees of the Department who enlist in military service are entitled to a leave 
of absence for the duration of duty. The employee will continue to receive pay 
during the frrst 30 days of such absence. 

A copy of the military order issued to the employee must accompany attendance 
records when the days being paid indicate employee is or was on military leave. 

Olympic Competition Leave 
An employee shall be granted leave to participate in Olympic competition sanctioned 
by the· United State Olympic Committee. 

The employee shall present to the appointing authority proper documentation, a 
statement of intent to participate and the speciftc leave periods involved. 

Leave shall be granted only for a reasonable time necessary to travel to and from the 
site of the competition, a reasonable period of pretraining time at the competition 
site, and the time actually required to participate in the competition. The maximum 
Olympic leave granted per ftscal year shall not exceed ninety (90) workdays. 

Employees shall receive their regular rate of pay during Olympic leave, not to 
exceed the amount of pay they would receive for a normal schedule work ;veek. 
Overtime is not authorized, nor shall pay be authorized for any days spent in travel, 
in pretraining or in Olympic competition for which the employee would not 
ordinarily be compensated if at work. 

Employees shall retain their regular employment beneftts, including accrual of sick 
leave, vacation, insurance entitlements, and pay increase eligibility tlrroughout 
approved Olympic competition leave. 

Religious Observance (Vacation) 
Department supervisors will make reasonable accommodations for the religious 
needs of employees who wish time off for religious observances. Such time off 
shall be charged to the employee's accrued vacation leave, unless the State 
Executive Council has approved other procedures. 

No vacation leave hours shall be charged if the Director or Division Administrator 
in hisJher absence, directs an employee or speciftc employees to attend a religious 
observance, specifically funerals or related memorial services, as a representative of 
the Department 

Leave provisions for both contract and noncontract employees can be found in the 
following documents: 

Chapter 581--14, Iowa Administrative Code 

Collective Bargaining Agreement - American Federation of State, County, and 
Municipal Employees (AFSCME), AFL-CIO 
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Collective Bargaining Agreement - Iowa United Professionals 

Chapter 6 "Personnel Management for Managers and Supervisors."· 

Rights Upon Return From Leave 
Rights upon return from sick leave without pay, leave without pay, military leave, Olympic 
competition leave or educational leave with or without pay include: 

Upon return from leave the employee shall have the right to be returned to a vacant position 
in the class held prior to the leave or to a class in the same pay grade for which the 
employee qualifies. Should no vacant position be available, the reduction in force 
provisions of the Iowa Administrative Code Chapter 581-12 shall apply. 

The employee may return to work sooner than the approved leave expiration date if 
approved by the appointing authority. Except for military leave or educational leave 
required by the appointing authority, periods of leave in excess of 30 calendar days shall 
adjust the pay increase eligibility date. 

M. Salary Information 

Automatic Direct Deposit 
Automatic direct deposit, when authorized by the employee, makes automatic deposit of 
paychecks to personal bank or savings accounts. Information on this and authorization 
forms can be obtained from Internal Operations. 

The slips received each payday (see Pay Day), in lieu of payroll warrants, indicating that 
the employee's pay has been automatically deposited in accordance with authorization shall 
be distributed to each bureau secretary. Each of these secretaries will be responsible for the 
distribution method to be followed in their area. 

Federal Insurance Contribution Act (FICA) 
All employees contribute to FICA, better known as Social Security. Contributions, which 
the Department matches, of gross wages are set by law. Total contributions are used to 
determine Social Security benefits. 

Overtime and Work Schedules 
Overtime eligibility is determined by job class. Personnel in supervisory positions, as 
identified by job tides and certificate staff in job classes not covered by a collective 
bargaining agreement are not eligible for overtime. 

Overtime is defiDed as all hours with work status in excess of the 40 hour work week. 
Extension lllld or reduction of scheduled hours of work on a work day cannot be done by 
the employee. Wade: schedules are set at management discretion. Temporary changes may 
be done to meet emergencies such as filling in for ill or unexpected absences of employee. 
Other changea must be in acccrdance to established rules, policies, or applicable bargaining 
agreement 

Because of budgetary limitations overtime should be avoided. 

Management recognizes that overtime might become necessary and must be scheduled. 
The employee will then request prior approval of the supervisor and the Director's office. 
The request form must be submitted at least two weeks in advance of overtime need. While 
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the form is self-explanatory, any questions on its completion and/or disbursement should 
be directed to the personnel administrative assistant. 

Pay Day and Pay Day Information 
Employees are paid every other Friday for the biweekly pay period ending on Thursday of 
the preceding week. When pay day falls on a holiday, pay will be the first preceding work 
day. Employees questioning amount of pay should contact Internal Operations. 

Pay stubs contain valuable information. They show: gross and net earnings for the pay 
period and year-to-date; deductions; sick and vacation leave accrued, used and balance. 
Employees should contact Internal Operations regarding questions about any of the entries. 

Pay Increase 
All permanent employees are eligible at regular intervals on a specified date for a step or 
percentage pay increase based on time spent, performance, or both unless they are being 
paid the maximum rate of pay for the assigned pay grade. 

Employees Covered by a Collective Bargaining Agreement 
American Federation of State, County, and Municipal Employees and members of 
the Iowa United Professionals should consult Article IX of their Collective 
Bargaining Agreements' 

Generally: 
*Pay increases are automatic. 
*A current performance evaluation including some time within the last 12 months 

must be on rue at the time the increase is granted. 
*Pay increases must be given on the eligibility date. 
*Length of time for progression between steps can be found on the pay plan for the 

employee's assigned job class. 
*Missed pay increases must be corrected immediately with retroactive pay. Money 

owed beyond 90 days must be submitted to and approved by the State Appeal 
Board before payment is allowed. 

For further information on a pay increase, refer to Chapter 4 of lOOP or your 
personnel administrative assistant. 

Employees Not Covered by a Collective Bargaining Agreement 
Pay increases are not automatic. However, pay increases may be given on or 
anytime after the eligibility date. 

A performance evaluation rating written some time within the last 12 months must be 
on rue. 

Employees mus~ have a performance evaluation rating of at least 3.00 to be eligible 
for a 5 pen:ent or greater pay increase. Employees with a performance evaluation 
rating ofless than 3.00 may be given an increase that is less than 5 percent. 

Missed pay increases may be given at any time and given retroactively within 90 
days. After 90 days, the retroactive increase must be approved by the State Appeal 
Board. 
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Probationary status employees paid from the Collective Bargaining Exempt (000) or 
the Noncontract/Nonsupervisory (013) Pay Plans, may be given a pay increase upon 
completion of the six months probationary period and thereafter every 12 months. 
The i.;.crease can be any amount within the pay range for the class (Rule 
4.5(2)b.(l)). 

Payroll Warrant Distribution 
Automatic deposit of payroll warrants is available to all employees. All employees are 
encouraged to make use of this service. For those choosing not to use this, the following 
procedures shall apply: 

1. On each payday, one attempt will be made to deliver the warrant to the employee's 
work station. Thereafter, the employee may pick up the warrant in Internal Operations. 

2; Warrants will not be left at work stations nor given to anyone other than the employee 
without a written authorization from the employee to do so. 

3. If the employee is going to beout of the office on payday, an addressed stamped 
envelope may be left with Internal Operations in which the warrant will be mailed. 

4. In the event of illness where an absence could not be foreseen, and a call is made to 
Internal Operations, the warrant can be mailed to the employee's address on record. 
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III. STAFF DEVELOPMENT 
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Staff Development Statement of Purpose 

The professional development of staff members in the Department of Education increases 
their ability to implement effectively the mission and goals of the Department, one of which 
speaks directly to the development of staff: 

-We believe that employees are the greatest resources of the Department. 
We must focus on their strengths, enhance their potential and reward their 
accomplishments. 

Department of Education Staff Development Goals 
-To enhance the potential of each employee as he or she works toward the mission and 

goals of the department, our staff development program is designed to meet the following 
purposes: . 

-The department will deliver effective induction.and orientation programs for new 
employees to help them understand department processes, their individual· 
responsibilities, and to effectuate coordination of individual assignments with department 
goals and objectives. 

-Each staff member will be able and encouraged to create an individual career development 
plan to enhance personal opportunities for professional growth within the department. 

-Each staff member will be provided opportunities to acquire content area information and 
skills to improve the employee's ability to perform his or her responsibilities for the 
department 

-Each staff member will be provided opportunities to improve individual communication 
and human relation skills for more effective service inside and outside the department. 

-Each staff inember will be provided continuous information regarding the goals and 
objectives of the department and the structures and processes necessary to carry out 
individual responsibilities for the department. 

A. Staff Development Offerings 
Both the Department of Education and the Department of Personnel offer excellent 
professional development opportunities. Department staff are encouraged to work 
with their supervisors in developing an individual development plan. 

B • Workshop and Seminar Attendance 
The Department will generally approve reimbursement of expenses and registration 
fees if activities are consistent with agreed upon development needs or there is a need 
to represent the Department in the activity. 

Payment of registration fees and other costs, such as lodging, meals, and travel may 
be made to the employee or by direct billing to the Department by the organization or 
institution, with the approval of the Director. 

Attendance may be approved for meeting continuing education requirements (CEUs) 
when necessary to maintain a professional registration, certification, or license related 
to the duties and responsibilities of the employee's position. 
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If attendance is outside the state of Iowa, travel must first be authorized by the 
Executive Council, per Iowa Code section 421.38(2). 

C • Educational Leave 

Acceptable Courses of Study and Educational Institutions 
This program is exclusively designed for agency-related courses of study. An 
acceptable course of study must be in an area which has a relationship to the tasks 
accomplished within the agency, the requirements of the position the individual 
currently holds, and/or provides opportunity to learn skills for which the Department 
has a need. When the Director determines that participation in a specific course of 
study would meet Department needs in addition to those of the employee then leave 
may be granted. In cases where the needs of the Department are particularly great and 
resources in the Department are available, fmancial support may also be provided to 
support the educational leave in varying degrees. 

Part-time .Educational Leave 
1. Part-time educational leave may be provided given the following considerations: 

a. Employees are encouraged first to seek enrollment in evening and Saturday 
classes if tuition reimbursement is granted. It will be for a maximum of six 
credit hours at one time. 

b. If necessary courses are not available during evenings and Saturdays, leave 
and tuition reimbursement may be granted for a maximum of six credit hours 
at one time. Tuition reimbursement may also be available if agency needs are 
particularly great. 

c. When leave is granted, the individual's work schedule will be modified to the 
extent feasible to accommodate class hours by following the procedures of 
the flexible work schedule. 

Full-time Educational Leave 
1. Without pay: At the discretion of the Director, a permanent employee may be 

granted educational leave without pay to attend an accredited institution for 
courses that are agency-related. 

2. If the agency need is particularly great, the agency may grant a stipend for an 
individual who is on leave without pay to attend an accredited educational 
institution for agency-related courses. Stipend is defined as a specific sum of 
money sufficient to cover the cost of tuition, books, and other course-related 
materials. 

3. With pay: The agency may, at the discretion of the Director, approve applications 
for full-time leave-of-absence, with pay, for a limited number of employees based 
on agency needs and the availability of funds. These approvals will occur only in 
unusual circumstances. 

Full-time educational leave may be granted for a period of one year, but may be 
extended, upon request of the applicant, subject to the discretion of the Director, 
and based upon agency needs, availability of agency funds, and academic 
performance. (See Section 581-14.1 0(1) Iowa Administrative Code.) 
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Educational Financial Assistance 
Educational Financial Assistance to an employee taking academic courses at an 
educational institution, with or without educational leave, shall require the approval of 
the Director and the director of personnel. Requests for reimbursement shall be on 
forms prescribed by the director of personnel. 

a. An employee may take academic courses at any accredited educational institution 
(university, college, area community college) within the state. Attendance at an 
out-of-state institution may be approved provided there are geographical or 
educational considerations which make attendance within the state impractical. 

o. Reimbursement requests shall be made to the Director prior to the employee 
taking the course. Requests must be approved by the Director in order for 
reimbursement to take place. 

c. An employee receiving other fmancial assistance such as scholarship aid or 
veterans' administration assistance, shall be eligible to receive educational 
financial assistance only to the extent that the total of all methods of 
reimbursement does not exceed 100 percent of the payment of expenses, which 
are limited to tuition, fees, and books. 

d. Conditions for reimbursement must be met (see below). 

Selection of Applicants for Financial Assistance 
While the selection of applicants is at the sole discretion of the Director, it is the 
express policy of the state to offer all qualified applicants an equal opportunity to 
participate in the educational assistance program within the limitations imposed by the 
availability of funds and agency staffing requirements. Agencies will also encourage 
continued education by allowing employees flexible work schedules and unpaid 
leaves of absences whenever possible consistent with the efficient administration of 
government. 

Agency Continuing Employment Requirements for Financial Assistance 
Any staff member who receives reimbursement for tuition shall agree to remain in the 
active employment of the Department after the receipt of such benefit for a period of 
one month for every unit of credit earned. 

Employees who are attending school under the "full-time educational leave with pay" 
category shall agree to remain in the active employment of the agency for two months 
for every month of school. 

Conditions for Reimbursement 
If reimbursement of educational leave has been approved prior to beginning a course 
of study, reimbursement will be provided when the following conditions are met: 

1. An employee will be reimbursed for tuition and fees up<in submission of an 
original paid receipt from the academic institution to the designated agency 
representative. 
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2. Prior to reimbursement, an employee must provide proof of his or her successful 
completion of the course. 

a. Successful completion of undergraduate course shall require attainment of at 
least a "C" grade. 

b. Successful completion of a vocational or correspondence course shall be 
recorded by submittal of an official certificate or diploma. 

c. Successful completion of a graduate course shall require attainment of at 
least a "B" grade. 
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Building Passes and After Hours Entry 

For access to the Grimes State Office Building and the Jessie M. Parker Building before 
6:00a.m. and after 5:30p.m. and on weekends and holidays, each authorized staff 
member is i.ssued a numbered "Access Card." 

Bulletin Boards 

Bulletin boards throughout the Department are used for a variety of purposes. The 
personnel administrative assistant is responsible for approving bulletin board 
communications and for maintaining these boards in an orderly manner. A portion of the 
boards is reserved for those bargaining units officially recognized and organized. Members 
of AFSCME and IUP should refer to Article II section 3 of their collective bargaining 
agreements for information pertaining to bulletin board use. Items placed on bulletin 
boards without clearance through the personnel administrative assistant may be removed 
without notice. 

Care of Materials and Property 

Any office machine not working properly should be reported to Internal Operations where 
arrangements for repairs will be made. 

Change of Address 

All employees should report any change of home address and/or telephone number to their 
immediate supervisor who will forward the infonnation to Internal Operations. Correct 
addresses and telephone numbers are particularly important when the Department needs to 
contact the employee or a member of the employee's family for emergencies or 
administrative purposes. 

Communications Services 

The staff of Communications Services provides a variety of services to assist staff 
members in preparing communications/information projects. 

Technical assistance and advice are available in the areas of writing, editing, graphic arts, 
and photography. Representative services include answering usage and mechanics 
questions; final editing of text prior to printing; writing of news releases; guidance on news 
media relations; and other graphic art; creating Department displays and exhibits; creating 
photo illustrations; and assistance with computer-generated graphics. 

A variety of art supplies, photographic film, and specialized equipment are available for 
staff use. 

Communications Services produces and distributes the Dispatch, the Iowa Educational 
Djrectmy, the table of organization/directory of personnel, the School Data Card, the State 
Board brochure, and the internal newsletter. The sale of Department publications is also 
handled by unit staff. · 

A number of Department-wide programs are coordinated by unit staff, including the 
Mailbag, records management, and the Document Depository program. 
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Copyright and Publications Policy 

The Department's publications do not carry a notice of copyright. Because they are 
produced with public money, DE publications are public documents. They are intended for 
unrestricted use by as many audiences as possible. 

Permission to reprint DE publications in part or in total is granted provided the reprint fully 
credits the Department as the publisher. 

Data Acquisition 

The Department will collect data as required to fulfill its obligations; and continually review 
the informational needs of the Department, with the intention of reducing the data burden 
on local and nonpublic school districts, area education agencies, and community colleges. 

The Department will coordinate data collection associated with national and state studies 
approved by the Department · 

Data Control 

Data Control is a function of the Division of Planning and Accountability and is intended to 
manage the data burden to education agencies. The division will maintain a data element 
dictionary and a survey calendar. The calendar will be updated and distributed to education 
agencies annually. All surveys issued from the Department that do not appear on the 
calendar will be examined against the data element dictionary. These additional surveys, or 
elements of them, will be disapproved if the data are already collected and/or the need 
cannot be justified. Disapprovals may be appealed to the Director. · 

DE News 

The DE News is usually distributed every other Friday to all employees. This publication 
highlights happenings within the Department and reports other education activities. If you 
have suggestions for DE News, please contact Communications Section. 

Department-Wide Services 

Addressing Ser.vices 
Addressing services, such as labels, for repetitive, mass mailings are available from the 
Bureau of Data and Word Processing. 

Computer Services 
Data processing and infOI'IDation retrieval services are available to each unit in the 
Department Assistance in using these services can be obtained from the employee's 
immediate supervisor. 

Conference Rooms 
Conference rooms can be reserved by calling Internal Operations or by accessing PROFS. 

Costs for "coffee breaks" or "refreshments" associated with meetings are considered to be 
personal discretionary expenses and not reimbursable. There is an exception; the costs for 
refreshments, such as coffee or soft drinks, may be allowed for meetings conducted by the 
Department for the benefit or input of citizens where those in attendance are not reimbursed 
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by the state for expenses or salaries for their participation. At least 75 percent of those in 
attendance must be non-state employees. 

Contracting Procedures 
To procure S\.rvices not furnished by Department of Education employees or not covered 
by purchase orders, a written contract must be used. 

If the contract is with any party, organization, or business other than other states, state or 
federal agencies, political subdivisions, or not-for-profit entities created by the federal 
government, a state government or political subdivision thereof, a precontract questionnaire 
must be submitted prior to the signing of the contract. 

Conditions of the contract shall not be performed until all signatures are obtained and 
distribution of the contract is made to the principals of the contract. Remember, employees 
have NQ..authority to obligate the Department of Education for any payment offunds until 
all procedures have been followed and all signatures are in place. Unauthorized obligations 
could result in a personal obligation on the part of the employee to pay for the goods or 
services. 

Vouchers submitted to Internal Operations for payment against a contract shall include the 
signature of an employee named in the contract as responsible for the satisfactory 
completion of the contract. 

For rules governing the procurement of services or goods contact Internal Operations. 

Mail Service 
The Department receives incoming mail twice a day. Deliveries and pickups are made by 
the mail clerk in the morning and in the afternoon. 

The address of the department or department envelopes are not to be used for personal 
lllllil.. 

Mailbag 
The Mailbag consolidates most Department mailings to superintendents into one package 
which is mailed regularly. Items intended for superintendents should be sent via the 
Mailbag whenever possible. Items intended exclusively for other school district staff 
members should be mailed directly to them, not included in the Mailbag. 

The Mailbag is sent to all public school district superintendents, regional nonpublic 
administrators, ABA head administrators, and community college presidents. They are the 
primary audience. Over the years, a number of other Iowa educators were added to the 
mailing list at their request. The mailing list for this group has been weeded, and additions 
are not being made. There is also a limited in-house distribution. 

Items generated by the DE and other departments of state government are eligible for 
inclusion in the Mailbag. Items from other sources are also eligible if they are directly 
related to DE responsibilities. 

The Mailbag is sent twice a month, August through May, and once a month in June and 
July. The specific schedule and the procedures for including items are announced to staff 
by memo. 

The Mailbag is coordinated by Communications Services and Internal Operations. 
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Printing 
Copy machines in the Department are not meant for large printing projects. Heavy printing 
overburdens these machines resulting in costly repairs and lack of availability of those 
machines. 

The Department receives excellent services from the State Printing office,:and any project 
requiring more than a few copies should be sent through the printing office. · 

Purchasing and Central Supply 
General supplies are requisitioned from Internal Operations. Each division/bureau has one 
person responsible for procurement of supplies. Supplies are obtained between 8:00a.m. 
and 9:30a.m., on Tuesday and Friday. However, in cases of emergency, Internal 
Operations will process requisitions on other work days. 

A list of available supplies is furnished to each person responsible for ordering. Using this 
list when typing the requisition will save time for the person placing the order and the 
supply clerk. 

Requests for equipment and supplies not kept in the Internal Operations storeroom are 
initiated through the immediate supervisor and forwarded to Internal Operations for 
processing. Internal Operations will prepare the order to be sent to General Services for 
processing. 

A request that is not approved will be routed back through regular channels with an 
accompanying explanation. 

Resource Center 
The Information Resource Center has educational materials to support department-wide 
activities. Information Resource Center staff are available for assistance. 

Audiovisual equipment and visual aids are available and may be reserved for use as needed. 
Preview rooms are located in the Center. 

Word Technology Center 
The Word Technology Center fulfills a two-fold need to the Department of Education in 
both tangible goods and intangible services. Actual "hard copy" is produced in a rapid, 
accurate, tum-around, back-up to agency/bureau overflow; plus, the expertise to train and 
support individuals in their separate bureaus to expedite and facilitate the advances in 
technology supported by the Department 

Available Equipment 
One ffiM, Token Ring, H.P. 300 D.P.I. printer. One Laserwriter II, 300 D.P.I. 
Printer. One continuous feed, strike-on printer (Honeywell), One mM free
standing 300 D.P.I. printer. 
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FAX Machine 242-5988 
A FAX machine is available in the center for sending or receiving information. The 
FAX machine is operational24-hours per day and on weekends. Distribution lists · 
of multiple locations are stored in memory. Individuals should use discretion when 
sencfu.g large documents and only FAX priority material and use the postage 
service for non-priority items. 

Graphic Artists 
Two graphic artists provide illustrations, brochures, newsletters, overheads, and all 
desktop publishing functions. Work is done on one Macintosh II and two 
Macintosh SE-30's. 

Scanner. One for text and graphics is available. 

Training films available on the IBM for "Word," and "DOS". In-house training 
provided for agency supported P.C.'s--hardware and software. For available 
training times contact the Word Technology Center Supervisor 281-3175. 

Help Desk 242-6468 
A computer Local Area Administrator (LAN) administrator and computer 
technologist are now available to field questions and provide answers regarding 
P.C.'s, hardware-software, IBM's, Honeywells, Macintoshes, etc., at the above 
number. Help will be given either over the phone or in person - whichever is 
needed and appropriate. 

Document Depository Program 

This program, operated by the State Library of Iowa, places state government publications 
in a network of libraries so that citizens of Iowa will have free and convenient access to 
them. The program also assures that state government publications are preserved for future 
use. 

The DE submits all newsletters and major publications to this program. Major publications 
include directories, curriculum guides, state plans, annual reports, and special reports. Ten 
copies of each newsletter and publication are needed for this program. This number also 
includes the copies needed for the Department's in-house publication collection. 

This program is coordinated in the Department by Communications Services. 

Legislative Liaison 

Personnel are assigned by the Director to work with the legislature and United States 
Congress. The legislators are informed of personnel assigned as liaisons. Employees are 
not to contact legislators about department-related legislation unless assigned to such work. 
However, requests for assistance and/or information received from legislators should be 
honored. When providing such assistance, the staff member should inform the 
Department's legislative representative. 
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Membership Dues 

Following approval within the Department for new professional organization memberships 
for the Department, it will be necessary to schedule a staff member to appear before the 
Executive Council and furnish justification for the membership. 

Office Work Area 

An orderly working area makes each job easier, safer, and increases overall efficiency. 
Supervisors are responsible for the overall appearance of the areas under their supervision. 

Parking 

All parking in the State Capitol Complex is regulated by the Department of General 
Services with each agency or department designating, to them, a ''parking contact." The 
"contact" in our Department is the personnel administrative assistant. All questions or 
problems related to parking should be directed to this individual. 

Applications for parking are part of the orientation process. New employees are instructed 
to park in an "open" or "gravel" lot, NW of the Grimes Building, until they receive a lot 
assignment. · 

Always remember violators of parking regulations are subject to penalties as stipulated by 
the Code of Iowa. The penalties can be fines, towing expenses and storage charges. 
Please report any change in parking assignments, especially if you trade vehicles and/or 
park a vehicle in a restricted lot in which it has not been assigned, to the personnel 
administrative assistant. 

Department of Transportation handicapped permits require special processing and 
employees desiring temporary or permanent permits need to contact county offices first. 

Payments Due to the DE 

Whenever any employee instructs an individual or agency to send money into the 
Department, the individual or agency should be told to send money to: 

Internal Operations 
Department of Education 
Grimes State Office Building 
Des Moines, lA 50319-0146 

The only exceptions to this rule are: 

Teacher Certification Fees 
High School Equivalency Fees 
Sales of Publications by Communications Services 

Staff responsible for these shall endorse all negotiable instruments as soon as mail is 
opened with an endorsement stamp supplied by Internal Operations. 
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Conference Fees 
Registration fees collected for conferences sponsored by the department should be collected 
by the particular bureau in charge of the conference. Arrangements should be made with 
Internal Operations for the deposit of these checks into the proper accounts. 

Records Management 

Records management is a program throughout state government to coordinate the creation, 
use, maintenance, preservation, and disposal of state records. The program assures that 
needless records will not be created or retained and that valuable records will be preserved. 
The program is operated by the Department of General Services, with a designated records 
officer in each agency. 

An essential element of this program is the record retention and disposal schedule which 
has been established for the significant records of each state agency. This schedule, · 
determined with the input of each agency head, provides guidelines on how long records · 
should be stored in state agencies prior to disposal. It also indicates which records are of 
sufficient value and warrant and continued preservation at the state Records Center or at 
State Archives. 

More information on this program is available from Communications Services. 

Response to Correspondence 

All letters sent to the Department of Education seeking information from the Department 
should be responded to within 48 hours. If additional time is needed to secure the 
information requested, a letter of acknowledgement should be sent immediately indicating 
who will respond and by what date. 

Selling-Soliciting 

Nothing other than material required in the operation of state government shall be 
distributed free or offered for sale in the Department. 

Teleconference 

The Department of Education has the teleconferencing capability to link the campuses of the 
area community colleges to the Department of Education located in the Grimes State Office 
Building. This network is known as the Telenetwork and arrangements to use this network 
may be made by contacting the Division of Community Colleges (1-3317) and requesting 
teleconferencing assistance. 

Locations 
The telenetwork: equipment is located in the room adjacent to the southeast conference room 
on the third floor. 

The State Board Room and north conference room on the second and third floor are wired 
for using portable teleconferencing equipment. The portable equipment can also be used at 
most desk locations in the Grimes State Office Building with a regular telephone hookup. 
However, the quality of the portable unit is noticeably inferior. 
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Depending on the length of the conference call you may wish to schedule the call directly to 
your office telephone, if necessary, to any telephone available for your use. This is 
accomplished by requesting a "bridge" when scheduling the call. 

Procedures 
Teleconferencing arrangements must be made by completing a special form for submittal to 
the Division of Community Colleges. 

Inservice Training 
Inservice training sessions for using the teleconferencing networks can be arranged by the 
Division of Community Colleges. 

Telephones 

The State of Iowa has an on-sight digital telecommunications system for use by the 
Department. This system is to be used for Department business and the staff should not 
accept collect calls. Inform the operator that the Department does not accept collect calls · 
and ask for a number so the call may be returned by the appropriate individual. 

Refer to the Capitol Complex Telephone Directory for further information about telephone 
usage, including departmental listings and alphabetical employee listings. 

Employees should limit use of office phones for personal calls. 

Conference Room Telephones 
Conference rooms 2-north and 3-south are equipped with a jack 10 provide telephone 
conference (or single use) capabilities. The telephone may be checked out from Internal 
Operations to individual staff members responsible for the conference rooms. 

Telephone Procedures 
The telephone serves as one of the Department's critical links to those that we serve. For 
many of our clients, the telephone may be their only contact with the Department and they 
will judge all of our efforts by the quality of that contact. It is important to provide the 
most complete and direct service possible to callers, many of whom will not understand the 
varied responsibilities performed by staff in the Department. 

All staff should answer calls promptly in a friendly manner. Staff should identify 
themselves and the name of their work unit. It is important to determine the caller's exact 
need so that the call can be answered or directed correct! y. If the appropriate staff member 
is not available, try to give the caller a reasonable estimate of when they might be available 
and the call might be returned. 

If staff will not be available to answer calls, it is important that specific arrangements be 
made to pick up these calls. For staff who will be out of the office, this means that those 
who might answer calls should be aware of your itinerary. For those who may simply be 
away from their desks, arrangements should be made to have telephones covered during all 
working hours. 

Telephone Repairs 
Service requests to repair telephones should be made by the person to whom the telephone 
is assigned by contacting Internal Operations. 
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Travel Information and Expense Reimbursement 

Since a number of staff in the Department of Education need to travel as part of their 
employment, the Department will assist staff in meeting the reasonable costs of such travel. 
Both the Department of Education and the individual employee must meet the procedural 
requirements of the Department of Revenue in seeking and providing reimbursement of 
these expenses. The Department of Education has established procedures and guidelines to 
support employee travel in as efficient a manner as possible. 

Please check with your immediate supervisor for specific guidelines and procedures to be 
followed for reimbursement and for advance payment of any and all travel expenses where 
possible. · 

Generally, receipts are not necessary for meals and certain miscellaneous expenses. 
Receipts are required for lodging, parking, air transportation, emergency costs and other 
miscellaneous expenses. 

Reimbursement of meal costs for instate travel depends upon departure and time of return. 
Specifically, departure before and after 7:00a.m., return before 12:00 noon and return 
before or after 6:00 p.m., control whether one, two, or three meals per day can be claimed. 
While lodging costs have pre-estabilshed maximum allowances, there are options 
employees can exercise. Supervisors can furnish information about these options. 
Employees should always request state rates. 

State-owned vehicles (car pool or DE) are recommended for official business travel. The 
Code of Iowa prohibits the use of state cars for personal driving. Personal car use can be 
authorized. Employees are reimbursed at a rate-per-mile set by the General Assembly. 
Miles between specific points are audited against the official mileage table. Any additional 
driving done because of detours or because of area driving should be explained on the 
claim vouchers. 

For out-of-state travel, an Out-of-State Travel Request Worksheet and a Request for Travel 
Authority must be filed through the supervisor at least six weeks prior to the date of · 
departure. This is necessary as all out-of-state travel requires prior approval by both the 
DE and the Executive Council. The request must reach the Executive Council office on 
Wednesday with two Mondays remaining prior to departure. Requests for out-of-state 
travel to attend meetings are to include an agenda or program and a listilig, outlining or 
detailing the purposes of the meeting. Summaries of the meeting may be requested by the 
Executive Council if travel is approved. Any out-of-state registration fees greater than 
$50.00 p« person are required to be direct billed to the Departmenl 

Employees traveling out-of-state are limited to a pre-determined per day allowance which is 
determined by the Department of Revenue and Finance. For further information contact 
Internal Operations. 

The Department will not reimburse employee expenses within the official domicile (Polk 
County) except for special situations which require prior approval from the Department of 
Revenue and Finance. 

Internal Operations will require prior approval from the Department of Revenue and 
Finance under the following conditions: I) meals expense for a pre-planned, sit-down 
meal at a uniform charge for those participating in the conference (meals for which the 
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employee has a selection as to menu and cost are not included); 2) registration required to 
participate in a workshop or conference. Reimbursement for attendance at meetings of 
professional organizations is contingent upon membership in that organization; 3) requests 
for prior approval accompanied by program, agenda, or other official notification of costs 
for meals and registration where applicable and submitted in advance of the conference and 
coordinated within the Department for a prior approval request for a single meeting. 

Air Travel 
Internal Operations schedules reservations for all air travel for official out-of-state trips with 
the travel agency that holds the state contract All reservations must be made through the 
state's designated travel agency. 

Staff members requesting out-of-state approval must contact Internal Operations for price 
quotes on airline reservations prior to submitting an out-of-state travel request Staff will 
receive a copy of the flight schedule to attach their travel request and will be notified by 
Internal Operations when tickets arrive. 

DE Cars 
The Department has one state car and one mini-van permanently assigned for staff members 
to use on official business for .three-day trips or less. Arrangements for use of DE vehicles 
can be made with Internal Operations or by accessing PROFS. 

Personal Cars 
Requests for use of personal cars must be submitted to Internal Operations prior to 
departure date for in-state and out-of-state trips. 

State Pool Cars 
The vehicle dispatcher has prescribed procedures for requisitioning pool cars. Information 
from the requisition form will be transferred directly to a comptroller-based computer via 
on-line terminals in the dispatcher's office. Therefore, it is essential that the forms be 
completed with accuracy. Internal Operations will make arrangements for vehicles and 
prepare the requisitions from the in-house requests for staff. 

Requisitions must be prepared and mailed by Internal Operations to reach the Dispatcher at 
least three working days before the vehicle is to be checked out. Call-in requests are for 
emergency trips only; when a staff member is given less than three-day notice of travel 
plans. 

For normal period of use (one day to two weeks), the driver will need to take one copy 
(pink) of the requisition to. the Dispatcher to pick up the vehicle. If the request is called in 
as an emergency, the driver will take the three-part requisition form to pick up the vehicle. 

For the monthly-assigned cars, the three-part requisition form will be routed to the driver to 
submit with the monthly car report of prior month. 

For the Vehicle Dispatcher to meet commitments to all users, it is important that pool cars 
be picked ilp and turned in on time. If there is a change in plans that affect the dates or 
times the car is scheduled to be used, staff must contact Internal Operations as soon as 
possible so arrangements can be made with the Dispatcher's Office. There will be a penalty 
charge for any cars not returned on time or cancelled one day prior to pick up date. The 
Dispatcher's Office will not accept requests by drivers to change dates or times on the 
requisition. 
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Travel at the Expense of Another Public Agency or Publicly Funded Project 
When travel is authorized and expenses are to be reimbursed by another public agency or 
publicly funded project, the employee shall file this travel claim with the DE, just as is done 
in all state of Iowa authorized travel. Then when the "other public agency" or "project" 
reimburses the employee, the reimbursement check is to be returned to the DE. The out-of
state travel request must state: All money and reimbursement received will be deposited 
with Internal Operations. . 

Travel Warrant Distribution 
Each day that travel warrants are received, one attempt will be made to deliver the warrant 
to the employee's work station~ Thereafter the employee may pick up the warrant in 
Internal Operations. 
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